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Requesting Agency 

PRIHCE OECRQS'S COOHTY 
2. Division or Bureau of Requesting Agency 

TREASURER 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present a c c u m u l a t i o n . N o 
add i t iona l a c cumu l a t i on is a n t i c i ­

pa ted . Records h a v e ceased to h a v e v a l u e 
to w a r r a n t re tent ion . 

Establ ish retent ion schedule for r e ­
cords for wh i ch there is a cont inu ing 

a c cumu l a t i on . T h e records wi l l cease to 
h a v e v a l u e to w a r r a n t their retention a f t e r 
the per iod of t ime ind icated. 

•
M i c r o f i l m a n d destroy or ig inals . 
Or ig ina l s if not m ic ro f i lmed wou ld be 

re ta ined for the per iod of t ime ind icated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

2 . 

GENERAL LEDGER 
8izei 12* x 16" x 2» 
Dates* 1666-1897, 1910-1512, 19U2-1953 
Quantity: $ volumes 
File Arrangements Chronological 
Annual Accumulations Discontinued 
Audits Annual outside audit and State audit 

Too General Ledger was a final book of entry for receipts and dis­
bursements recorded in the Treasurer's office* It la arranged by 
accounts and account nuzribero giving receipts and disbursements as 
totals under the dates of the transactions. Earlier volumes show 
Individual transactions in journal type entries. The General Ledger 
was discontinued In 195U vhen the Daily Cash Receipts Summary Sheets 
were introduced and were posted to the General or Budget Ledger in 
the Accounting Officer's records. In 1957 the Treasurer iniated the 
Daily Cash Receipts Suaraary Journal which appears in this schedule. 
R£CC*5HEMDATIDHj RETAIN PERMANENTLY. 
DAILY CASH RECEIPTS SUMMARY JOURNAL 

Sizes lU" x 1U» x & 
Dates: 1957 - -
Quantity s 1 volume 
File Arrangenant: Chronological 
Audit i Annual outside audit and State audit 

The Daily Cash Sumraary Sheets are posted in this Journal from which 
7. Agency, Division or Bureau Representative President 

Board of County Commissioners 
T i t l e 

September 30, 1959 
D a t e 

edule A u t h o r i z e d ai I nd i ca ted in C o l . 6 by H a l l of 
cords Commiss ion . « 

A r ch i v i s t 

Disposal A u t h o r i z e d a s I nd i ca ted in C o l . 6 by Boa rd of 
Pub l i c W o r k s . 

D a t e Secre tory 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

3. 

5. 

a monthly report la prepared In duplicate, one copy for the Treas­
urer and one for the Accounting Officer who posts to his General or 
Budget Ledger. This type journal supplies the information formerly 
found in the Treasurer'a General ledger discontinued in 1953* 
RECOMMENDATION t RETAIN PERMANENTLY. 
SPECIAL AREA TAX JOURNAL 

Si*et 2Un x 16» x 2» 
Datest 12U7-195S 
Quantityi 1 volume 

The Special Area Tax Journal is a record of taxes collected for 
special improvements in the 30 special areas in Prince George's 
County arranged by area and giving the date of the collection, the 
nana of the payee, and the amount collected. In 1955 this record 
was discontinued in the Treasurer1 s office and transferred to the 
Accounting Officer* 
RECOHHENDATICKl RETAIN PERMANENTLY. 
INCORPORATED TOWN - TAX JOURNAL 

Siaei 1U" x 16" x 2« 
Datesi 1917-1955 
Quantity! 1 volxme 
Audit i Annual outside audit and State audit 

This is a record of taxes collected by the County from incorporated 
towns within the County giving the date of the collection, the 
name of the town and the amount of the tax. This record is now in­
corporated in the General Ledger kept by the Accounting Officer. 
RECOMMENDATION I RETAIN PERMANENTLY, 
AUDIT PAPERS 

Si«e» 83" x 11« 
Dates i 1?1*2 - -
Quantity: 1 file drawer 
File Arrangement t Chronological 

Annual audits of funds collected by the Treasurer are made by pri­
vate firms for all funds and two or three years audits are made by 
the State Auditor for all State funds collected. 
RECOMMENDATION I RETAIN PERMANENTLY. 



•A 
/ 

Aon 

f f ^ t T S T FOR RECORDS RETENTION ^ I E J W L E 
(Continuation Sheet) 

SCHEDULE 
NO. 

PAGE 
NO. 3. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

PAYROLL JOtmNAL 

Sizes 20" x I V x 1" 
Datesi 19U3-1951 
Quantity! 3 volumes 
File Arrangenant: Chronological 
Annual Accumulations Discontinued 

The Payroll Journal gives the date of the salary payment, the nans 
of the employee, the amount of taxes withheld, and the department 
or agency where the payee is employed* This record has been trans* 
ferred to the Accounting Officer. 
RBCOfDEUDATIOHi RETAIN PERMANENTLY. 
TAX SALS JOURNAL (FIKAL TAX SALES, BACK TAX RECORD) 

Sizes 11" x 15B x 2° 
Dates: 1890 ~ -
Quantity: 97 voluntas 
File Arrangements Chronological 
Audits Annual outside audit 
Index: Thumb index to name of owner (Irregular) 

The Tax Sale Journal, arranged by name or number and date of sale* 
includes a tipped in newspaper clipping announcing the sale and 
tax district and giving the name of the delinquent taxpayer, the 
amount of taxes due and the accrued Interest and cost of the sale, 
the sale number, the Clerk* s fee, and a notation of redemption if 
redeemed by the caner. If the property is purchased en acknowledg-
ment of purchase is entered, signed by the purchaser and showing 
the amount paid. This record is maintained In the IBM room. 

Within two years after property is In arrears the Treasurer or 
Collector must sell the property at public auction. A final state­
ment of taxes and Interest due and a sals notice is sent to the 
owner thirty days prior to publication of the tax sale notice In 
two county newspapers. Thereafter, publication of the notice must 
appear once a week on four successive weeks. If the property is 
not redeemed by the owner it is then sold at public auction. The 
property may be purchased by the Board of County Commissioners if 
sale to private purchasers would jeopardise the County's tax 
Interest. The purchaser deposits money with the Treasurer to cover 
the bid which is returnable to him with Interest at 6$ if he exor­
cises his right of redemption within two years. At the time of the 
sale the purchaser receives a certificate of sale from the Treasu­
rer which is recalled if the property is redeemed. The purchaser 
must wait- for one year and a day, but no longer than two years* to 
file a bill of complaint in equity to foreclose the owner's right 
of redemption as the next step in obtaining a clear title to the 
property. If the court forecloses the owner*s right of redemption 

> 
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the jrohiNr i s t t ags j s a cV -t owner' | o b t a i n s a 
proper deed in f e « s i t p l - o r l # as way b e , from 
the Treasurer by order © , Shou ld the » f a i l 
to file s u i t lo foreol i .'-ears a f t e r p >, As orig 
inal deposit, .l<s forfeited and ro-isur t a x e s in 
ai. .ars with the deposit iy is . si . t o resall 
for the amount of taxes a c c r a l ine s t h e o f t h e o r i - j ' n a l 
sale. Redemptions* t a x s a l e s , «u-J f o r e c l o c - s t a r e t v n r i n a t o d 
within five years. (Annotatob -ode o f M a r y l a n d , \ U, \ r t . 8 1 , 
Sees. 70-123). 

XHKftDATICNi RETAiS-VSkii* ' 

SV -IVISIOH INDEX 

Size i 3" x 5" cants 
Dates t 1957 - > 
Quantityt 2 K , r»s 
FU* Arrangement» Upott d e a l b y nr«»s ixjm 

This is an index arranged by :>f the sub ; 

tax district number so that tha s u b d i v i s i o n can b e l o c a t e d i n tli* 
L?vy Books and Assusament Reco-.v., 

RlX»MHE8bATl0JI» RETAIN PRHMAl?; 1 V. 

LIST OF VOTERS 

Siset 12" x 18« x 1" 
Datest 1868 
Quantity i 1 voluma 

This is a list of registered v o t e r s b y district a r r aged a l p b a -
betioally by nave within each d i a t r l e t . T i l l s r e c o r d a l s o include* 
eight pages of description of e& u t e o e t t i a m t n t o f a r 1919 a n d the 
amount of estate fees eolWsed, 

RECOMKEBDATIONt KKfiJU fgRlawfeffLT. TiiANSFlT; TO TH3 HALL OF 
RECORDS. 

VOTIBP RECORD CARDS 

Siset IBM cards 
Date a C a-rent 
Quanti^i 6 I p j d o u b l e f i j j j ck nxca 
File tinm&mn*-': By d i s t r i c t and p r e c i n c t t h e n a l p t e b o t i c a l l y 

• Register of Voters is npohl t- : ;.rep£rsd in trw 3Br! recw f e r the 
•M of Supervisors of Slsefcta.- irea^the feting n c a r d , * 
rh <jive the- nar.» ond the woter, h i t * p a r t y , r a c e and 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cuhic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

u . 

the date of registration and the voter's age, and the elections in 
which he has voted. This record may also be used as an Index to 
the Assessment Record and Levy Books. 
RECOKMEHDATXOHt RETAIN PERMANENTLY. 
LEVY BOOKS (TAX ROLL BOOKS) 

Sleet 15" x 15W x 2" 
,Dates* 1850, 1857, 1867-1868, 1870-187°, I88fc - -
Quantity* 503 volumes 
File Arrangement! Chronological 
Annual Accumulation t 20 cubic feet 
Audits Annual outside audit and State audit 
Indexi Alphabetically by district 

The Levy Books prepared from the Assessment Record are arranged 
alphabetically under each tax district giving the account number 
for each taxpayer, a description of the property, and the amount 
of taxes credited to the State, County, park and planning, sanitary,] 
front footage, and special area, the ad valorem assessment, the-
total tax with the date of payment of the tax entered by hand from 
the receipted tax bill. Notation is made far property sold at tax 
sales giving the date and name of the purchaser. Since 1953 the 
Levy Book series has included one tax volume for 3/h and \ year 
property improvements made at such intervals within the year and 
one volume for Farm and Business personal taxes showing the amount 
of the Assessment as a total without description of the property 
and amount of the taxes. Beginning in 1957 the Farm and Business 
levy Bock was divided into separate series, the Business section 
was titled Public Utilities, Corporations and Bank Stock, and Farm 
continued under that title. From 1926 to 19Uh separate volumes 
were maintained for household goods showing total assessment and 
tax without description of the property. Since 19^2 the Levy Books 
have been machine prepared. Prior to 1902 the Levy Books give 
only the amount of the assessment, the name and address of the tax­
payer, the tax district, the amount of taxes real and personal, 
the date of payment and the amount. In 1902 a more elaborate 
system was introduced which included a brief description of the 
property and a breakdown of the assessment and taxes. The law 
provides that title to property purchased at tax sales prior to 
December 31 , 192x3 nay come before the Circuit Court for ratifica­
tion and confirmation but that redemption rights shall then be 
reinstated <Annotated Code of Maryland, 1957 Ed., Art. 61 , Sec. 98) . 

RECOJBENDATICN. R2EAXN PERMANENTLY. 


